Tutorial: How a Supervisor can View their Worker’s Status in Activity Manager

This step-by-step shows how a Supervisor performs the following:
1. View the authorization and training status of their workers.
2. Opt-out workers from the activity authorization process
3. Request that a worker be removed from the Job Hazard Analysis (JHA).

Step 1: Login to Activity Manager https://wpc-am.lbl.gov/

Step 2: Select “Workers / My Workers.”

w Activity Manager

HOME | HAZARDS & CONTROLS | MYPROJECTS WORKERS | ACTIVITY SEARCH | WPCSETTINGS | RESOURCES | DASHBOARDS | SUPPORT

My Workers @

MY WORK MY AC

nl Select Workers / My Workers 'ACTION ReQUIRED | () INFORMATIONAL | (1) FLAGGED | (E)) ALL

DATE © CATEGORY @ MORE ACTIONS @
EH-007:
) o Feb 26,2015 Worker Curtis,Frederick has accepted ACTIVE
Authorization conditions for Activity General
Office Work.

Read full description @

Step 3: View Worker’s Status
The My Workers page lists all of a supervisor’s workers. Please understand that the workers
listed may or may not all be on the same Activity(s).

~ Activity Manager

HOME | HAZARDS & CONTROLS | MYPROJECTS | WORKERS | ACTIVITYSEARCH | WPCSETTINGS | RESOURCES | DASHBOARDS | SUPPORT

MY WORKERS

*Optoutisn Indicates Worker has accepted this
Activity and has completed all training
associated with this Activity.

ouT OPT OUT REASON
W P Select reason n View Worker
a‘ Indicates Worker has not been assigned to an
Activity. Supervisor can then notify the Activity
<+ 41218 21 lead to have them added (if applicable), or can n View Worker
Opt-Out the worker (Step 5)
025302 Hale,Bernard John* Select reason n View Worker
018658 n Indicates Worker has one or more ~ [°°t 7" n View Worker
actions to complete. This may be
training or that they need to accept A
008034 their authorization. elect reason n View Worker
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Step 4: How to determine what is incomplete

If there is a red warning icon it indicates that the worker has one or more requirements to
complete. To determine what these are, select “Worker Summary” to access the Worker
Summary page, which provides more details.

w Activity Manager

HOME | HAZARDS & CONTROLS | MY PROJECTS | WORKERS | ACTIVITY SEARCH | WPCSETTINGS | RESOURCES | DASHBOARDS | SUPPORT

MY WORKERS

* Opt out is not allowed for workers with Activity Assignments

EMPLOYEENO. © NAME © OPTOUT OPT OUT REASON
v/ 002339 Rocci,Susan * Select reason n View Worl
n If there is a red icon it indicates the B Select “View Worker Summary” to
worker needs to complete one or more find out what is incomplete. iew Wor
requirements.

Q ' U!gSOZ Hale,Bernard John * Select reaso View Wort

O ’ 018658 Broadway,Susan C* Select reason n View Worl
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Step 5: How to Opt-out a worker from the Activity Authorization process

NOTE: You can only Opt-out a worker who has not been assigned to an Activity. If someone
has been assigned to an Activity (by mistake) and should be Opted-out of the Work Planning
and Control process, they will first need to be removed from the Activity.

There are three reasons to Opt-out a worker:

* No Work Performed means the worker is not performing work at LBNL. AN
example would be that the worker is providing input on a proposal, and is paid by
LBNL, but is not performing the work at LBNL.

* UCB Campus Work Only means the person is working exclusively on UC Campus
(but not working in Donner Lab).

* Equivalent Authorization System means the worker is authorized by a different
authorization system such as the Subcontractor Job Hazard Analysis, (SJHA), the
Construction Job Hazard Analysis (CJHA), or the Advanced Light Source user group
authorization process, to name a few.

ity Manager

CONTROLS | MYPROJECTS | WORKERS | ACTIVITYSEARCH | WPCSETTINGS | RESOURCES | DASHBOARDS | SUPPORT ESTACIO,PED

RS
ywed for workers with Activity Assignments
JHA Worker
EMPLOYEE N o QRTauT OPT OUT REASON
Select the reason the worker
002339 should be opted-out. i P View Worker Summary©

341218 Grondona,Connie E iSelect reason View Worker Summary ©
Select reason
' No work performed

UCB campus work only
025302 E Select the Opt-out check box Equivalent authorization system used View Worker Summary ©
018658 Broadway,Susan C * Select reason n View Worker Summary ©
008034 Wentworth,Cathy L * Select reason n View Worker Summary ©

B Click Save —» H
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Step 6: How to Request a Worker be removed form the JHA process
Once a supervisor verifies that their staff are fully covered by their Work Planning and
Control Activities, they need to request that they be removed from their respective JHAs.
This is an important step because workers should not be authorized by both a JHA and
Work Planning and Control. The following shows how.

feecees

BERKELEY LAB

ESTACIO,PEDR(Q

| ACTIVITY SEARCH | WPC SETTINGS | RESOURCES | DASHBOARDS | SUPPORT

ents

Click “JHA Worker Removal” to
request that workers be removed
from the JHA

\a

JHA Worker Removal

OPT
out

OPT OUT REASON

Select reason n View Worker Summary ©
No work performed n View Worker Summary ©

Select reason n View Worker Summary ©
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You can add multiple workers to
this request form. Include all
required information.

Remove Worker from JHA
As the Supervisor, | certify that these Workars are fully authorized under Activity
Manager, and no longer require a JHA work authorization. Please remove these
Workers from the JHA process.

Reminder: This request should be made after the supervisor has reviewed the
ansocatod JHA'S 10 determing that the work is fully covered under Activity
Manager.

Worker(s) Full Name *

Suporvisor Name *
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